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Nppllcotion Date Department o f  Education 

kpplicotion Number 

May 25, 1976 Office of Adult and Vocational Education 
North Georgia Technical and Vocational 

-_=_ r---=-_ XJ.arkesr!:lle, - G@r&L,- 4500-01 

242-3322 (GIST) - - -- ___-___I- 

Superintendent -_ ~ . .  .~ - .~ . __.I_. ~ - ~ . . ~  
Jim Marlowe 

3. Action Requested 
. I  

. 
;a 8.  Estabirsn Retention Schedule; cord will continue to accumulate. 

b. 0 Dispose of present accurnulation; no turther accumulation anticipated. 

FOR RECORDS -_ MANAGEMENT USE - 
Amliedtion Number - Reiz' Date Completed 

_. -%Lpa-_- -_ 7'- 
- 
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E. 0 Amend Application No. ~ _ _  - Check One: 0 Change; 0 Supermede: 0 Void ._ - ___ ___ . - . __ 
8. Dmsof Series I 6. Records Serirr Title /followed bv title u s d  in office; if differenrl .~ 

,~ 
? ... 

__x.i Student _I-..___ Record . . _--._- Files - To Date 
What is the r ;  function _ r  of the ~ Division - .? I_ and the - h i m  in which th is  record rries is . .  created? - ~ . ~ .  

.~ 

Earliest 

1943 
1. Division and Offica Function 

North Georgia Vocational' and Technical School provides post-secondary vocational - 
technical training for students sixteen years of age or older by training students 
for job entry level skills and knowledge; by offering vocational guidance and 
c.ounseling, job placement assfstance, .and financial aid services to students; 
by retraining or upgrading the skills of adults through a program of short term 
courses; and by offering residential facilities for non-commuting students. 

-. 

-- -I__.. I- - _-- -- _. - . -_I_ _-_ -cI 

1. Record Series Description 

Documents relating to: 

This file contains the following documents /indude form numbersand titles, if m y ) :  
Attach samples of the file. 

See attached. 

lnduded are: 

I. - I _ .  I _  - 
3. Monthly Referencr Rate How often are records referred to which are: L 

One to six months old 

Lener-sin drawers 6 -; Legal-size drawers - -:; Shelves :Other (rpecify) _I*___--.- 

Seven to twelve months old ----; Thirteen to twenty-four months old ____ -.; 
- -;twentv-five months and older ---A--. .? - - _ .  

_-i_ _.  .-- I - _ _  I __I_L._ 
- _- - --- - #. Annual R i te  of Accumul tlon of Reawds 

_u-- ._,. ~ , .. 
R - W - t l ;  Rev. 76 IOulr) 
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_li_ __ & _ ~  ~- . .  . - - ~  ,.__ ~ _ _  ....... 
Iai informatlon rrqulring security handling? If yes, cito law or regutatitxi..: . '  . 

,T------ 
c. -- I______ 

t~vial record? ~ ___--_ I__.I 

i .  
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lif --__-1_ .--L I_ 
th is  series hew historig! IoogJtm research Vdm? . When one 01 NO documents In the f i le mike It nrcessery to keep tho rntlre tile for along period. could these ~ ~. 

 in thit series B Y Q U U M M Q C I L ~ ~ ~ ~  

Ice, or In another office - or lgency? 

ee attached Appc-aTion. . .  S 
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ries ever analyzed r'nd/or~recorded In a summarized report? 
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Part 1 P a r t ~ 2  ~ . 

a. State Law 

07T-.- c. Frderal law o /  0 , ... .years. f. Federal rrtention innructions -_-_ .__ - _.years. 
b. Statute of llmitation 

It. Rotontlon Rquirrments The following requirrr the series to be kept: 
Part t Part 2 L. .A .~~.yeara. d. Audit pwiod 0 1 0 ~  --years. , I .  

0 - ,  I-.. .O ,years. a. Admlnistratlve need 70 4 years. : 

I :  

. .  , ~ .~ .  Amch copy or e x a r t  of law, or regulations. Explein administrative need. ,~ - ~. . I -  

E .  State Board policy states t h a t  the Academic Achievement Record be kept 70 years. 
F .  Guide to Federal .Retention Req. 49CFR 190.80; 1.89.31 . . . .  . . . .  . .  . .  

. ~ . .  t . . ,. ,: , . ~ .  - , ~. 41CFR 8-95.209 ~1 ~. . , r . I .  

- I ,  ~ ~. - ~. 

~ ~~~ 

~ ., - ~ ~i ~_i_- l_ . l_ I__~ ~ ........ ~.*- ... . -___.__._-_______ . -  
-, 

,, - 12 Approvad Dlwsition lnrtructlona This agency recommends that the f i le series be cut off a t  the end of each: 
~. . . -  . .  .I 1 . .  

~. I ,  . -  ~ . . ~  0 Calendar Veer: Fiscal Year: - 0 Other -~-+-. _-_~___ .___ L. ..---.--then. 
1 . -  

. .  . . . .  . -. ..*. . ~ , ~, .. . ,  ~~ - ,, . - .. ~" 

0 Hold In tho curront files area ~-month(s) _.I_--_ $eat(r); then 
0 Transfer to local holding area; hold - 
0 Transfer to State Records Center; hold - ... .-..-year($); then 
0 Destroy. 
0 Transfer to State Archives for permanent ratention. 
El Othrr f.WcitW 

.... ..-year($): then 

, 

.' . SEE ATTACHED. 

. . . .  . . .  . -  

Tho9 innructions apply to a i l  prior and future accumulptlons of the tsries, 



F i l e  i s  broken i n t o  two)parts: 

(1 
(2 ’ Student Folder F3les. 

Par t  1 

Ind i v idua l  Pup i l  Cumulative Academic F i l e  
(Permanent Record) 

Documents r e l a t i n g  t o  the  performance o f  a 
Post-Secondary student throughout h i s  per iod  
o f  study a t  North Georgia Vocational and 
Technical School. 

Included i s  DE Form 0080, Permanent Record. 

F i l e  i s  arranged a l p h a b e t i c a l l y  by student 
name. 

I n d i v i d u a l  Pupi l  Cumulative Academic F i l e  

4 

L 
Documents r e l a t i n g  t o  the  i n d i v i d u a l  students 
a t  North Georgia Technical and Vocational 
School. 

Included are: (1) App l i ca t i on  f o r  admission, 
(2) High School Transcr ipts,  (3)  ap t i t ude  
t e s t  scores, (4) entrance medical records, 
(5)  i n t e r v i e w  repor ts ,  (6) f i n a n c i a l  a i d  
form, (7)  Veteran’s Admin is t ra t ion  in fo rmat ion  , 
8 Vocational R e h a b i l i t a t i o n  informat ion,  
9 Other r e l a t e d  documents and corres ondence. I ’  A l l  i tems w i l l  n o t  be i n  each f o l d e r .  P 

F i l e s  a re  arranged a lphabe t i ca l l y  by student 
name. 

Upon the  student leav ing  school 
by graduation, withdrawal , o r  
death, remove the  records from 
the  a c t i v e  f i l e ;  p lace i n  the  
i n a c t i v e  f i l e  a t  t h e  end o f  each 
school year; then, m i c r o f i l m  the  
record, making an o r i g i n a l  and 
one copy; then, a f t e r  v e r i f y i n g  
m i c r o f i l m  f o r  accuracy, destroy 
the  hard copy (paper o r i g i n a l ) ;  
then 
M i c r o f i l m  O r i g i n a l  - Transfer t o  
S ta te  Archives f o r  permanent 
re ten t i on .  

M i c r o f i l m  Co - Retain i n  Current ____eyI F i l e s  Area Dean o f  Students O f f i c e )  
f o r  70 years; then, destroy. 

Upon the  student l eav ing  school, 
remove the  records from the a c t i v e  
f i l e ;  p lace i n  t h e  i n a c t i v e  f i l e ;  
c u t  o f f  the  i n a c t i v e  f i l e  a t  t he  
end o f  the  school year; then, ho ld  
i n  the  Current F i l e s  Area f o r  2 
years; then, t r a n s f e r  t o  l o c a l  
ho ld ing  area f o r  2 years; then, 
destroy. 



/ Georgia Department of Education 
Office of Administrative Services 

Twin Towers East 
Atlanta, Georgia 30334 

Werner Rogers H. F. Johnson, Jr. 
State Superintendent of Schools June 24, 1986 Associate State Superintendenf 

M E M O R A N D U M  

TO : A r v i l  dnsley 
Budget and Accounting O f f i c e r  
Board of Postsecondary Vocational Education 

FROM: V i ck ie  Oakes 
Records Management O f f i c e r  
Department o f  Education 

Trans fer  o f  Records Retent ion Schedules from t h e  Department o f  
Education t o  the  Board of Postsecondary Vocational Education 

SUBJECT: 

E f f e c t i v e  J u l y  1, 1986, Records Retent ion Schedules which have been 
es tab l i shed  f o r  Record Ser ies T i t l e s  r e l a t i n g  t o  Postsecondary Vocational 
Education are  being t rans fer red  from the Department of Education t o  the  
Board o f  Postsecondary Vocational Education. 
schedules as l i s t e d  below by Schedule Number: 

Attached are copies o f  t he  

76-191 81-109 81-181 
76-192 81-110 81-182 
81-7 81-176 81-183 
81-8 81-177 81-185 
81-51 81-178 81-192 
81-71 81-179A 81-226 
81-108 81-180A 

Amendments w i l l  need t o  be prepared by your  agency t o  change the  agency 
name, addresses, con tac t  persons and t o  make any o the r  necessary changes. 
These amendments should be sent  t o  Mary H a l l ,  Governmental Records Section, 
S ta te  Archives, f o r  approval. 

Also enclosed are  f i l e  copies o f  Records Transmi t ta l  Forms and Not ices of 
Records Dest ruc t ion  Forms app l i cab le  t o  Postsecondary Vocational Education 
Records. I am enc los ing  copies o f  severa l  p u b l i c a t i o n s  dea l i ng  w i t h  
Records Management which w i l l  p rov ide  h e l p f u l  i n fo rma t ion  concerning Records 
Management Procedures. 

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and F i sca l  F i l e s  Supplement" 
3. 82-RM-4 - "Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 


